SUPERVISORS' PERSONNEL MANUAL SECTION 6

Card | Wadnesday — Sick Farmily Member report with symibol in Exception and Leave box, Bre-Shift OT should
ba initialad by suparvisar,
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Card Il Monday — Aulhonzed to repon 2 hours before regular schadule, Requires suparnisors intlials in Pra-
Approval box,
Tuesday — Authorzed to raport Mo Meal Period, Reguires Bupsnvisars inibials in Post-Asproval box,
Thursday — Temporary Schedule Change for employee's convenience. Requires ER symbal in
Exception box and supervsor's initials in Pre-Approval box.
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Card Il Monday — Authorized to report 2 hours Emergeney Call-In, Requires supervisor's intlals i Pre-Approval

box
Wadnesday — Authorized to report Emergency Hold-Owver, Aedgunas supamvisor's imlials n Posl-
Approval Do,
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SUPERVISORS' PERSONNEL MANUAL SECTION 6

Card WV Thuwsday - Employee changes shdts on Thursday without the reguired notification. Beguires Shart Motice
Change symiod in Exception and Leave box, and supefvisor's initials in Pre-Approval bom.
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CardV  Monday — Employes changes shift on Monday but also workad on Sunday of the previous week within
a 24-houwr period of Monday's starting tima, Employes ahould anter APC $ymbal in Excepticn column
Supenisor approval s not reguined,
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Card W1 Shifl schedule must be shown in the Shift Do
MES days should be nodad in the Leave and Exception Dox
Authorized OT hows requirgs supencisor's imdials in OT Appreval box.
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